
Instructions for filling out Specifications Form 
 
Part I 
Complete the appropriate sections. Select box 
A, B, C, or any combination of these boxes, 
depending on the original material the 
applicant will be working with and the digital 
products that will be developed. 
 
Box A. Converting Non-Digital Material to 
Digital Format 
 
A1.  Explain the types of original non-digital 

materials to be selected for digitization, 
such as text, photographs, three-
dimensional art objects, archaeological 
artifacts, maps, motion pictures, and 
video, and give the quantity of each 
type. For audio, video, and motion 
picture materials, give the total number 
of minutes or hours to be digitized. 
Describe the original format of each 
type of material to be digitized. 

 
A2.  Identify all use or access restrictions 

covering the original material to be 
digitized. Check the intellectual 
property condition and give the 
corresponding percentage of the 
original material to be digitized that is 
subject to restrictions. 

 
A3.  Describe the terms of access and use 

that will apply to the newly digitized 
material being created by the project. 
Identify and explain any restrictions that 
will apply to the digitized material, and 
specify what percentage if any of the 
total material will be subject to  
restrictions. Examples are copyright, no 
downloading, and registration. 

 
A4.  Explain what equipment and software 

will be used and include specifications 
that are relevant to the work of the 
project (e.g., cameras with zoom 
capability, scanners,   

 servers, motorized object rigs). 
Equipment and software must be 
described, whether the digitization will 
be completed in-house or outsourced to 
a contractor or partner. 

 

Box B. Repurposing Existing Digital 
Content 
 
B1.  Explain the original materials whose  

digital form will be repurposed, such as 
digital text (e.g., oral history 
transcripts), photographs, video, audio, 
and Web files, and give the  

 number of each type. Describe the  
 digital format and the amount of  
 material to be repurposed. 
 
B2.  Identify copyright and other potential  
 restrictions with regard to the original  
 digital material. Check the  
 intellectual property condition and  
 give the corresponding  
 percentage of the digital material to  
 be repurposed. 

 
B3.  Describe the terms of access and  
 use of the repurposed digital  
 material. Identify and explain any  
 restrictions that will apply to the  
 repurposed digital material, and  
 specify what percentage if any of the  
 total material will be subject to  
 restrictions. Examples are  
 copyright, no downloading, and  
 registration. 
 
B4.  Explain what equipment and  
 software will be used and include  
 specifications that are relevant to the  
 work of the project. Equipment must  
 be described whether the repurposing 

will be completed inhouse or 
outsourced to a contractor or partner. 
 

Box C. Creating New Digital Content 
 
C1.  Explain the types of digital content to  
 be created, such as digital text (e.g.,  
 oral history transcripts),  
 photographs, video, audio, and Web  

files, and give the quantity of each type. 
 
C2.  Describe the plan to obtain  
 releases/permissions from project  
 content creators (e.g., filmmakers)  
 and subjects (e.g., oral history  
 interviewees).  



 
C3.  Describe the disposition of  
 ownership of the new product.  
 Describe how the new product  

will be made available to the public. 
Explain the terms of access and 
conditions of use. dentify and explain 
any restrictions that will apply to the 
new product, and specify what 
percentage if any of the total material 
will be subject to restrictions. 
 

C4.  Explain what equipment and  
 software will be used and include  
 specifications that are relevant to the  
 work of the project (e.g., camera,  
 audio recording equipment, video  
 recording equipment, encoding  
 software, server). Equipment must  
 be described whether the content  
 will be created in-house or  
 outsourced to a contractor or  
 partner. 
 
Part II 
Answer all questions. 
 

5. Specify the file formats to be 
produced and the anticipated 
quality of each format (e.g., 
minimum resolution, depth, tone, 
pixel dimensions, file size, sampling 
rate, compression ratio, frames per 
second). If watermarks or other 
features will be used, explain. 
Provide information for Master, 
Access, and Thumbnail versions. 

 
6. Describe the medium that will be 

used to deliver the digital material 
(e.g., Internet streaming or 
download, broadcast, DVD). 

 
7. Describe the underlying software to 

manage and/or present the content 
(e.g., DSpace, Fedora, 
ContentDM).  

 
8. Describe the plan for ensuring the 

technical quality of the digital 
product. 

 
9. Explain how descriptive and 

administrative metadata will be 

produced and used to describe and 
manage the content. Include the 
standards that will be used for data 
structure, content (e.g., thesauri), 
protocols, preservation and 
administrative  information, and 
communication of the content (e.g., 
MARC, EAD, Dublin Core, PBCore, 
VRA Core Categories, or 
Categories for the Description of 
Works of Art). 

 
10. Describe plans for preserving and 

maintaining the digital material 
during and after the grant period. 
The plan should cover storage 
systems and media to be used, 
migration plans, maintenance 
responsibilities, and commitment of 
institutional funding support.  

 
11. If content will be provided on the 

Internet, indicate agreement to 
submit collection level records for 
digital products to the IMLS Digital 
Collection and Content Registry. 
State reasons for selecting 
alternative approaches. \ 

 
12. Provide URL(s) for applicant’s 

previously digitized collections, if 
applicable. If the proposed digital 
collection will differ substantially in 
look and feel from collections 
previously digitized, explain what 
the differences will be. 

 


